
OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HlSTO APPLICATION FOR RECORDS RETENTION SCHEDULE 

RECORDS MANAGEMENT DIVISION 

1. -of Sorier 
irrliest Latest a 1983 

INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing t h i s  form. Forward sigied original'to 

1. Agency Addrrss 

Atlanta, Georgia 30334 

Working Ti0 T r l e p h o ~  Number 

S. R.cordr Sorbs T i e  ffallowsd by title uad in office; if diffemt) 

Coordination of Health Benefit A u d i t  Files 

Susie Atcheson - -~ Senior Auditor  656-4915 
B. Action Awuerted 

The Audit  U n i t  investigates and a u d i t s  f i l e s  pertaining to  unrequested refunds for  over- 
payment of health insurance claims from hospitals, physicians and other providers or servi 
These audits can resu l t  i n  a savings to  the State by causing a refund of payments made by 
the State Health Benefit Plan. 

I. Rrcord Series Description This file contains the following documents (include form numbers and tir/es, it any): 
Attach samples of th file. 

Documentsrelating to: Audit  and investigation o f  individual health benefit claim payments whick 
involve coordination of benefits w i t h  other insurance plans. A t  times payments a re  madewl 
the State  Health Benefit Plan i s  erroneously considered, a t  payment date, t o  be primarypa: 

lnduded are: 
A log of COB actions which i s  always stapled to  the inside folder cover, examiner form, 
overpayment reconciliation form, History interrogation form, Refund back up form, Refunci 
voucher sheet, claim copy, duplicate coverage inquiry form, duplicate payment summary 
sheet and 3 computer p r i n t - o u t  forms MRP, MRI and O C I .  

File is arranged: 
Alphabetically, l a s t  name f i r s t  by calendar year 

I. Monthly Rrfrrrna Rate How often are records referred to which are: 
0 ; Thirteen to twenty-four months old One to six months old 0 ; Sewn to twelve months old 0 

twentv-five nynths and older .L_? 
~ 

7 archive boxes 1. Annwl Rato of Accumuldon of R o a d s  
Lettw-size drawers ; Lognkize drawers ; shelves ; Other /wecity) - - 

* 



n of th is  series in your office, or in another office or agency? 

11. Rotmtbn Rquiremnts The following requires the series to be kept: 

years. a. State Law 
b. Statute of limitation 
c. Federal law years. f. Federal retention instructions years. 

1 
years. d. Audit period r years. a. Administrative need 1 years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

Files needed u n t i l  audit completed by internal auditors o f  accounting section. 

~- -- 
12 Approvrd Dlsposition Instructions This agency recommends that the f i le series be cut off a t  the end of each: --- 

It)c Calendar Year: 0 Fiscal Year; 0 OtCler -_____ - ---rhcn. 

x% Hold in the current fi les area 
0 Transfer to local holding area; hold 
0 Trandrr to State Records Center, hold 
x): Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other /Spccifyl 

- rnonthk) -. 1- year (d : then 
year(s); then 

yeads) ; then 

These instructions apply to a l l  prior and future accumulations of the series. 


